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INTRODUCTION

Interest in machine shorthand appears to be qrewing. _Students
disenchanted with nanual shorthand systems see TV court reporters
effortiessly teking notes at conversational speeds and conclude that
the nachine has 2 maé?c quality which makes shorthand note-taking easy, -
even at the hichest speeds. Backlogs of court cases to be heard call
for mure court reporters. Court reporters ecarn gocd salaries, and their
work has an aura of clamor tc it as well. Periodical literature and ads
of shorthand machine manufacturers stress touch shorthand as a secretarial
tool alsc.  Increased numbers cf teacher educaticn institutions are
adding workshcps and ccurses in metheds of teaching touch shorthand.

Eastern Il1lincis University is one of the teacher educaticn
universities which cffers a graduate course in fiethnds of Teaching
Touch Shorthand, The ccurse attracts students 2t both the craduate and
the undergraduate levels.  The present study scucht o measure the
"market" for teachers of touch shorthand in the geographic areas where
most ¢f the Eastern I1linois University students scek employment; namely,
the state of I1linuis, clus two metropclitan areas in stotes adjacent
tc I11inois.

By mailed questicnnaire, the inQestigator surveyed high schecls
in St. Louis County; ilarion County, Indiana {Indianapclis); Cook County
(Chicagu}; and the forty-six junior colleces of I1lincis, to determine
the extent tc which machine shorthand is included in present cr planned

curriculums.
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Purpose of the Study

The purpose of the stuly was to determine what percentace of
high schools and junicr colleges in the area surveyed are currently
offering courses in machine shorthand or who plan to offer such courses
in the futurz. The study also scught infermaticn concerning the number
anc sequence ¢f ccurses offerad, the vocaticnal chjectives of those
courses; the speed and accuracy requived in each course; and the relative
attraction of students tc the machine courses as compared with the manual
shorthand courszss, It alsc scucht to ccmpave the drop-cut rate of students
in the two shorthand systems,

Answers tc these questions wouid enrich the course in lMethods
uf Teaching machine Shcrthanc by giving insichts anc practical informaticn

tc prospective teachers of the machine shorihand system.

Statement of the Problem

This study was an attempt to measure the extent to which machine
shorthand is bLeing offered in the curriculums of hich schools in Cook
County, Illincis (Chicaco metrepelitan arca); St. Louis County, Missouris
and Marion County , Indiana {Incdianapclis metropclitan area); and in the
junior colleces of 11Vincis, The survey alsc scught answers to such
questicons as: reasons four or acainst includino machine shorthand in future
curriculums; the crade levels at which current courses are being taught;
minimum speeds an! accuracy required to pass each course in a sequence cf
courses in machine shorthand; the number of years the ccurses have been
taught in cach school; the vocaticnal cbjectives of the courses; and a

cempariscen of student drop-out rates and attraction toward machine shorthand



as compared with manual shorthand systems taucht in the same schools.

(See the complete questizmaire in the arpendix.)

Definition of Terms

Tre terms machine sherthand and touch shorthand are used inter-
changeably in this study. Bcth terms signify that system of recording
in which the recorter by means of a keybcard tcouch system records printed
notes on a paper tape. [Manual shorthand is that system whereby'the recorder
uses pen cr pencil tn record written notes accordine to a given system--
Gregg, Pitman, or cther hand-written shorthand system.

The counties surveyed in this study-—St..Louis Ccunty, Cook County,
and flaricn County, are. usually referred tc by thce cities which make up
the focal point of theose ccunties--St. Louis, Chicagc. and Indiananclis

respactively.
Procedures

The purpcse of this study was to gather information from the
junior cclleges of I1lincis and the high schcols of metropclitan Chicacc,
St. Louis, and Indiananclis concerninc the extent to which touch shoerthand
is hefng taught, or nlannel for the future, in the curricuiums cf the
schocls surveyed. The study alsc scucht information concerning the level
of skill rrquired of students in each ccunse of machine sherthand, the
vccational ctjectives of the courses as tresented tc the students, and the
effectiveness cr imucrtance of touch shorthand in the total business curricu-

lums, as perceived Ly the teachers cr acminist--"">s respcnding.



& questionnaire was cesicned by the investicatcr tc obtain this

I

informaticn. & nilct study, with distritwution of the questionnaires to
faculty at Eastern I1tincis University, enalled the investigator to
clarify certain questions and revise the questionnaire as shown in the
appen:iix of this study.

The names of schools surveyed in the study were chtained from the
following sources: State Superintendent of Public Instruction, Indianapolis,
Indiana; the State Department of Educaticon, Jeffersen City, [iissouri;
Superintendent of Public Instructicn in the State cf Illincis; and from the
Directery of Junicr Colleges in Il1linois, 1972-1973.

The quaesticnnairce and accempenying letter were sent to the schools
in I1linois and Missouri on Fel:ruary 21, 1973, Due tc delays in receiving
the Indiana Directory of Scucols, the Indianarolis schools were not con-
tacted until March 30, 1973. A follcw-un letter was sent to the 111inois
ant Missouri schecols on April 5, 1973, A total of 187 schoels were contacted;

159 (86%) respcnced.




%LYSIS OF THE DATA

The response of the schuels to the mafled questicnnaire was
cratifyingly hich, rénginc from 61% of the Indiznapolis schools to 100%
of the I11inois junfor colleges. The total number ~f rarticipating
schazls was 159, (Sce Talle 1).

A trend teward wider adonticn cf machine shorthand into schoc{
curricula, thouch small at the hich scheol level, is discernitle in all
tut the Incicnapolis area. Table Z shews that while only one hich schiol
in St. Lcuis was offering touch shorthend in 1973 (31), two more had plans
tc include such a cvurse in the near future, meking 2 total cf.9% in the
St. Louis high schcols; and while Chicago high schezls included 7 {12%) now
offering touch shorthand, 9 (16%) have plans te include ccurses in the future,
making a total of 28% offqring or planning t¢ offer machine shorthand
aventually. The junior colleges, however, are the mast aggressive "trail-
blazers" in incorpuratine machine shorthan. inte their curricula, with a

.

total of 43% ncw offering courses, and 20% olanning to do so.

Teble 1
QUESTIONMNAIRES COMPLETED

Schuols Nc. sent Comcleted and Returned
. No., Percent
High schcools:
St. Louis County 45 35 78%
Ccok County 63 58 92%
Indianapolis 33 20 61%
Ilinois Jr. Colleges 46 46 __looy
Total 187 159 86%




Tatie 2

TOUDH SEORTWND CURRENTLY T,UGHT
OR PLWHNRED FOR FUTURE

Schools 7.5, Teught 7.8, Planned Totad: Taucht

How For Fylure cr Plapned

Hizh schools:
St. Leuis Cty  (35) 1 (3%) 2 {¢er) 3 (91)
Cock County (s8) 7 {122) 9 (16%) 16 (287)
Intfsnzpelis  (20) 0 0 0 {C1)
IN4ncis dr Coll. (46) 20 (431 9 (20%) 29 (83%)
Total {159) 28 {18%) 20 {13%) 48 {30%)

The crowine {nterest in the mechine systom of shirthand is most
readily discemned, howover, in the fact that all the tcuch shorthand courscs
have “oen so recently incorzerated into existine secretarial and other
vecaticnal programs. w11 the respondent scﬁeals have 2ddeg touch sh@}thand
to their pregrams within the 1ast six yearss; £6%, within the last feur
years. Amcnc the junicr colleges, the arcatest percent have added totuch

sherthand to thefr prucrams within the last yoar. (Sce Talle 3).

Talle 3
HO. OF YE/RS TOUCH SHORTHAND HAS BEEN T/ UGHT

Numeer of  Ycars 1aucht

Schocls ]
One  Tve  Three  Four Five Six
St. Louis H. S. (1) 1
Cook Cty H. S.7  (6) 2 2 | 1
111, Jr. Coll., (20) 7 3 3 & 2 3
Total (27) 7 5 6 5 2 2

10ne scheol did not res:ond.




The survey shcwed that 28 schools were now offering courses

in touch shctthand; 20 schocls nlanned te offer it in the future. The
investigator asked of those schcols rlanning to offer touch shorthand

what crompted them to include machine shorthand in their future plans.
Tatle 4 shows that 50% of the schcols responded that student re -iests

ar the ccurses were their primary reascns for making such plans. Other
reascns ¢iven: another area}of skill was thus made availatle to students;
cocmmunity Interest in courses; teacher requests; advancement of the depart-
ment; investicgation of the job potential in the area. Scme alsc said that
students micht consider this shcrthand over Greng shorthand. Table 4 shows

the raesults of tiis questicn.

Table 4
WEASCNS TOUCH SHORTHAND IS PLANNED FOR FHTURE

Peasons  Ziven

Schools No. planning Student requests Othar
T.S. Ccurse fur course reasons
St. Louis H.S. - 2 1 1
Cook Cty H.S. 8 £ 4
I11. Jr. Collcges 10 5 5
Total 20 10 (502) T (50%)

fmong those scheuls not plannine to offer touch shorthand, reasons
for the nenative ducisicns varied. Thirty-seven nercent were nct convinced
of the need for machine sﬁcrthand in their curriculums; ancther forty-seven
percent gave a combination ¢ such reascns as: lack of student intercst (7%);

lack of funds to purchase the machines;lack of staff to teach the courses.




co

nskad at what level the machine sherthand ccurses are Eeing
taught, 15% of the junicr cclluzes ressondod that they tcacn the courses
at toth the junicr collece and acult education levels; 85% teach junior
ccllece stuilents only. Hich schcols offer courses in crades 10, 11, and
12, plus acult education classes.

Informaticn on speed and accuracy standards set by the schcols
teaching the skill weuld ke cf vaiue to petential shorthand instructors.
Therofore, the investicateor asked for minimum “ictaticn speed and accuracy
~ercentaces required to nass courses in Todch Shorthan:! I, Touch Shorthand 11,
Touch Shorthand III, Court Reporting, and "Other.” Tatles 5, 6, and 7
show substantial variance among the schools studied. However, bLoth hich
schzols and junicr cclleres cluster at 60 words per minute, 95% accuracy,
as minimum sheed requirements fcr Tcuch Shorthand I and 80 words per minute,

95% accuracy, required for Touch Shorthand II.

Table 5

MINIIUM DICT.STION SPEED AND ACCUT/ACY TEQUIRED
TOUCH SKORTHAND I

tords ver minute and nercent of accuracy

Schcols!? 0 40 50 60 60 70 80
(90%) (95%) (S5%) (05%) (87%) (957)  (95%)
Ccok Cty H. S. (€) 1 & 1
1. Jr. €N, (19)2 12 112 1 2
Total ¢ 1 2

1 3 1 1¢ 1 )
(77)  (i2¥) (%) (ear) (4%) (&%) (8%)
]St. Louis H. S. an¢ one Cock Cty. H.S. did nct respond to this question.

2One Juniour cullece indicated that grades werc based on factors other
than speec and accuracy. Mo minimum speec/accuracy required.




One hich schucl lcsicnated Touch Shrrthant I as a rne-semester
ccurse, Touch Shorthan! I as the sceond somestor; all others desionaied
each ccurse as 2 cne-year course, 11 junior collencs except ~ne designated

cach ccurse as a ong=-semcster cocurse.

Tatle &

AliileuUM DICTATION SPEED ~ND ,iCCURACY REQUIRED
TOUCH SHORT!, WD 1l

:{ords ner minute anc nercent of accuracy

Scheels 0 60 0 &0 & 90 100
(907)  (95%) (90%) (95%) {97%) (95%) (55%)
Cook Cty Ho S (2) 2 2 1 1
m. J~ cnutl a7 | 2 1 5 1 2
T~tal 1 1 1 1 3

& 2
() (17%) (42)  (ng2) {47) (c%)  (13%)

]Twe af th2 20 junicr colleces offerine T.S. offer T.S.1 only; one other
indicated no minimum sreed and accuracy arc requircd.

Only cne hich schcul in C ok Crunty offers Teuch Shorthand I
the minimum s.eel/accurrcy is 75/05%. The 13 junicr collaces cffering
Touch Shorthend IIT vary wiccly in their requirements, as seen in Tablc 7.

Talle 7
SININUA DICT, TION SPEED /AND ACCURACY REQUITED T1.S. III

_Mer’s cer minute  and  orcent of  accuracy
Scheels ol 97 102 1°C 106 11¢ 120 120 152
057 _U5% une 557 o8y °7/ _ €57 977 PR

IMlincis Jdr.
Calleces (13) 1 2 1 G 1 1 1 1 1




Court rcoortine cocurses are not teina taucht Ly any of the
high schocls surveycd in this stu.ly; cicht junicr colieces offor
Court wezertina, 7 owile renge of minimum snec! requirements-- from 120
worcs er minute, 257 accuracy, to 2C0C wrrds cer minute, 9S% accuracy,
arc requircd.,  “Other" tcuch shorthand ccurses offered included Tcuch
Shcrthand IV offered Ly two schcols; Ndvanced Sherthand offered by one other.
The major vacaticnal cLjective of junicr colleges teaching tcuch
sharthand a;pears tc Le ccurt renorting, althcuch 70% of the junicr colleces
incluce both court rescrtine and secretarial ncsitions as alternative
veeational chjcctives for their touch shorthand students.  (See Table 8).
Several junicr cclleres cited court reporting as tne primary focus of
their tcuch shorthand ccurses, cften citing the need for more rerorters
in their areas, plus awarcness cf the increased use cf machine reporters

rather than manual shorthand repcrters in the lccal courts.

Tetle ©

VOCATIONAL OBJECTIVES OF TOUCH SHORTH/ND

Secre-  Spec. Court Sec. & Sec., Snec.
Schsels tarial  Secre- Rota. Ccurt Secretarial,
tarial ta, Ct. inta.

St. Louis H.S. (1) 1
Ceexk Cty HL.S. (7) 7
1. Jr. €211.(20) 5(257) 1(57) 13(¢57) 1 (5%)

Tatals (2¢) 15 1 13 1
(e} (47) (4 32)
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Insofar as stulent dropout percentaccs are concerned, touch
shorthand fares well in comparison with menual shorthand: 75% of the
schocls repert a "no hisher" drovout percentace in machine shorthand
than in manual shorthand. Eichteen percent felt that the dropout percentage
is higher in machine shorthand than in manual shorthand. The teachers
feel, hcwever, that machine shorthand has no more attraction to students
than dces manual shorthand.

The average-size enrdllment in touch ~horthand classes in the
Junicr colleces was 23; in Cook County hich schocls, 24. Four schools
indicated that two teachers were available anc qualified to teach the
machine shcrthand courses; one indicated that ten teachers were availalle;
and the rest indicated that only one teacher was availalle tc tench the
courses. About 82% cf the respondents were unable tc determine hcw many
of their students had em:lcyed their machine shorthand skill professionally
aftor leavinc schocl.

C.omments from the respcndents concerning the effectiveness and
impertance of their touch shorthand nroovams ranced frocm “Certainly less
than srectacular" tc an enthusiastic, "Our enrollment in this ccurse has
nearly trinled duc to a program of informing students al:out tcuch shorthand
and its career pcssibilities.”" The size of the school enrollment anvearad
tu Lé a majer factor in determining the success of the machine shorthand
procram. The larger the schacl, the Letter its chance of succeeding with
a touch shorthand »rogram. \s cne respendent said, "Small school enroll-
ments make the success of touch shorthand questionatle." In cne of the
smeller junicr colleqes, touch shorthazad was taught one year as a pilot

course with only six enrclled; Ly the end cf the year, only onc or two



remained. "No interest,” concluded the instructcr. However, "Those who
arg interested are very interested,” rencrts anpcther junior college
rescencent. "Interest seems to Le growing,” says another junior cellege
instructer, referring to a newly implemented court ronorting program.

Several junicr ccllege instructors felt that machine shorthand was
easier for students to learn than manual shorthand, and that students who
micht have failed in "normal" shcrthand sometimes succeedad with touch
shorthand. At least, renort several at toth hich school and junior college
level, students should have a choice Letween manual and machine shorthand.
fis one respondent said, '"We believe that secretarial students should te

allowed to make a choice alout which shorthand skill they want to acquire.”



SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary and Conclusions

Interest in machine shorthand is showing a substantive growth
in I1linois at both the high school and junior college levels. The
trend is also upward in ‘the high schools of St. Louis, although the
actual numters of interested schools are still small. Indianapolis
dces not give any evidence of interest in machine shorthand at the high
school level at present.

dunior colleges of I1linois are the strongest proponents of
touch sherthand, with 63% now offering or planning tc offer touch
shorthand programs. Most junior colleges began their tcuch shorthand
programs within the last four years, with the greatest percentage having
Eequn their programs durig the last year (1572-1$73).

The vccaticnal chjectives cf the programs are two-fold: secretarial
at the hich schocl level; both secretarial and cocurt reporting at the
Junicr ccilege level. Those schocls which are plannine tcuch shorthand
programs inthe future are deing so primarily Lecause ¢f student requests
for the courses. Others telieve that students shculd have a chcice Letween
manual and machine shorthand prcorams.

The survey indicates that a sufficient number of schoels in the
area surveyca offer tocuch shorthand courses to warrant teacner education
courses in methods of teaching machine shorthand. , Empioyment cpprrtunities

alsc appear to te ample for teachers qualified to teach these courses.
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neccommendatinns

On the Lasis cf the findings of this study, the investiqater
reccmmends the fellewing:

1. Give added emphasis tc ccurses in Methods cf Teaching Machine
Shorthand. Trends incicate a growing interest in machine shorthand
skill, anc qualified teachers are in fairly short supply.

2. Instructors of machine shorthand, particularly at the Gunior cclleqge
level, weuld profit by cocmmunicating with one another, especially
in the arga of standardizing skill roguirements in the sequence of
touch sharthand courses.

3. A study similar to the present cne shodld Be made of four-year
colleges tc determine the extent to which machine shorthand skill
courses are Leing offered or considerad.

& Studies.similar to the present one sheuld be macde on a wider geographic

scale so that vregional and naticnal trends might Le measured.
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EASTERN ILLINGIS UNIVERSITY

CHARLESTON, ILLINOIS 61020 OFFICE OF THE DEAN
.'_..i,\. S PHONK: AREA 217 B81.2328
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v
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KT

e Brura: g81.2627 February 21, 1973

MANAGKMENT
MARXKYING
(MBA PROGRAM)

881-2020
sa81-3821
ua1-3028

Dear fellow educator:

Eastern Illinois University offers a teacher-
education course titled Touch Shorthand in the Secretarial
Curriculum. The course is designed primarily to introduce
teachers to the machine and the basic theory of the machine-
shorthand system. Upon completion of the course, the teachers
are prepared to offer the course as a skill at the secondary
or college level.

: In order. to assess more accurately the demand
for teachers in this area and to determine what standards
of performance are required by those schools offering the
course as a skill, we have drawn up the enclosed questionnaire.

We would appreciate your completing the
questionnaire and returning it to us in the enclosed
stamped envelope. (Notice that if Touch Shorthand is
not offered in your school, you need answer questions
1 through 4 only.)

High schools and junior colleges are taking
part in the survey. We hope that YOU and YOUR SCHOOL will
be one of the participants, Without you, our results will
be less than complete,

If you would like a copy of the results, just
type your name and school address at the bottom of this
letter and return it with the completed guestionnaire.

Thank you sincerely,

Respectfully,

Rose Aan Bryce, Ed.D,, CPS
Associate Professor

N Yes, 1 would like a copy of the results

of this survey. Please send to:
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